[Insert Date]
Dear Fees Department,
My name is {Full Name} (Student Number: {1234567}) and I am currently enrolled in {Program Name} at the University of Newcastle.

I am writing to apply for a Remission of Fees for {Course Code(s) and Name(s)} in {Semester, Year}, due to special circumstances that significantly affected my ability to continue and complete my studies. I will outline below how my situation meets the three criteria required for Remission of Fees.

1. My special circumstances were beyond my control
Please explain what happened. This could include a sudden medical issue, a worsening of an existing condition, a family emergency, or another serious event. 
Be sure to describe how the situation:
- Was unexpected, and  
- Was not something you caused or could have prevented.
- Some background context is important, but you need to clearly articulate how it impacted you and your ability to complete courses. 

Example: In Week 5, I was unexpectedly diagnosed with a serious illness that required immediate treatment and impacted my ability to attend classes or complete assessments.

2. The full impact of my circumstances occurred after the census date
Please explain when your circumstances began, and how they became worse or had a greater impact after the census date.  
Did your situation:
- Begin before the census date but worsen after it?  
- Begin before the census date, but you only felt the full impact after it?  
- Begin on or after the census date?

Example: My condition began before census but worsened significantly in Week 7, which was after census. I had to take extended leave from study as a result.

3. Because of these circumstances, I was unable to complete my course requirements
Describe how the situation affected your studies.  
For example:
- Were you unable to attend classes, access course materials, or submit assessments?
- Did your condition cause fatigue, distress, or cognitive difficulties that interfered with learning?
- Did you formally withdraw, or stop participating due to the circumstances?

Example: I missed multiple weeks of lectures as a result of my special circumstances and could not complete the major assignment.

Supporting Documentation
Please list any supporting documents you are attaching to this request. Examples include:
- Medical certificates or reports  
- Letters from a doctor, psychologist, or social worker  
- Any other documents that confirm your situation and timeline
Your supporting documentation must be able to speak to the three key criteria as well and align with your personal statement – this documentation is usually held in higher regard than the personal statement.  Please see “What to Include in a ROF support letter” for examples and explanation on how this documentation is assessed. 

Example: I am attaching a letter from my GP confirming my illness and its impact on my studies.

Thank you for taking the time to consider my application. I believe my circumstances meet the criteria for Remission of Fees, and I appreciate your understanding and support.

Yours sincerely,  
{Your Full Name}  
{Student Number}


